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Course Description

Introduction to Adobe Acrobat
Learn to use Adobe Acrobat software to create and enhance PDF files.

Topics:
e create a PDF file
0 print to Adobe PDF printer driver
0 use PDFMaker Macro
0 import images
0 web capture
use navigation tools
add and edit bookmarks
use the TouchUp Text tool
add hyperlinks to internal document pages, external files, and online resources
set preferences and document properties
resources to learn more about the software

Prerequisite: basic word processing skills

Intermediate Adobe Acrobat

Enhance your PDF files with graphics and media.
Learn to use annotation tools and the full-text index feature.

Adobe Acrobat Forms

How to create forms and use the Form tools in Adobe Acrobat Professional. How to
create simple calculations for form text fields. How to save and reuse data from a
completed form. How to validate and format the data entry at the client-side will also be
covered. Prerequisite: Introduction to Adobe Acrobat or ETDs at WVU.

Creating Accessible PDF Files

How to determine if a PDF file is accessible. How to ensure that PDF files you create,
especially those from Microsoft Office documents, are accessible to all. How to use the
Read Out Loud feature in Adobe Reader.

Adobe Acrobat Workshop Web Page

oit.wvu.edul/training/classmat/acr/
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Adobe Acrobat in the Real World

Adobe Acrobat Software Components
Adobe Reader
freely distributed from adobe.com, read and print PDF files

Acrobat Standard
read, print, combine, annotate, and enhance PDF files

Acrobat Professional
same as Standard plus create and edit forms

Acrobat Distiller
convert PostScript files to PDF files

Acrobat Paper Capture
convert scanned files to PDF

Acrobat Web Capture
create a PDF version of a web site or collection of web pages.

Acrobat Catalog
create a full-text index of a PDF collection

Why create PDF documents?

o A PDF file will look the same on other computers and print the same on printers other
than the one that was used by the author.

o Those who are reading the document do not have to have the original software used to
create the file; they just need a copy of Adobe Reader.

o Adobe Acrobat PDF files are cross platform; people who are using Macintosh, Windows,
or Unix computers can all view and print the same PDF files.

e Often, a PDF file can be smaller than the original document used to create it.

e Risk of virus transmission is much smaller when using PDF for document exchange via
email as opposed to Microsoft Office files.

¢ You can embed links to multimedia such as sound files and movie clips; color pictures
can be easily and cheaply included.

e If you complete a PDF form created by someone else, you can save the form for future
use. You can export data from a saved form and import data to a new form.

¢ With the Professional version of Acrobat, you can create your own forms that look like
the originals; when opened in Adobe Reader, the user can complete the form and print it
out - it will then appear as if the person used a typewriter.
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Pre-Press

Adobe Acrobat PDF documents are useful for those who send off their brochures, newsletters,
journal articles, etc., to be printed by a professional printing company or a publisher. The printer
can send you back a PDF version of what the item will look like when it is published; this
method is often faster and more accurate than paper drafts or page proofs. Some printers
accept PDF files as the source material for their printing.

Collaborative Writing

PDF files are a useful way to jointly edit a document. The files can be easily shared via email
attachments or from a web server. Acrobat tools such as sticky notes, highlighter, and pencil
can be used to add comments or call attention to items that need correction. All collaborators
who want to mark up the PDF file must have a copy of the Adobe Acrobat software.

Sharing information on the Internet

PDF files are often smaller than Word, PowerPoint, or WordPerfect files which will reduce
download time. Any images on the pages are embedded in that single file so several files don't
have to be transferred from the web server to the web browser. You don't have to have the
original software application to open the file or any special viewer other than the Adobe Reader;
you are also protected from macro viruses that are sometimes embedded in Microsoft Office
documents. Using the Adobe Acrobat Hyperlink tool, you can add hyperlinks to other pages in
the document or to Internet URLs and email addresses. You can protect a PDF file from editing
or copying.

Examples of PDF files used at West Virginia University

e Admissions Forms for prospective students to print and complete
[http://adm.wvu.edu/home/downloadable_forms]

e Electronic Information Document Repository [http://wvuscholar.wvu.edu/]
o ETD Collection: theses and dissertations at WVU
0 Honors Theses
0 Hosted conference proceedings & white papers submitted by WVU faculty
e Extension Service publications [http://www.wvu.edu/~exten/infores/pubs.htm]

e Plant Pathology Research Articles
[http://www.caf.wvu.edu/kearneysville/biggs/pubform.html]

e OIT Workshop Handouts [http://oit.wvu.edu/training/classmat/ ]
e Online Forms:

o Extended Learning Forms:
[http://online.wvu.edu/continuing/forms/]

o0 Software License Information Center (SLIC) Order Form
[http://oit.wvu.edu/slic/files/orderform.pdf]

e Faculty Syllabi — an instructor often posts a course syllabus as a PDF file
e University Libraries — interlibrary loan, where allowed

o0 Electronic Reserves [http://ereserves.lib.wvu.edu/]
e WVU Course Catalogs [http://coursecatalog.wvu.edu/]
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Different ways to create a PDF file

Following are some of the many ways to create a PDF file:

Print to PDF. Your source document is converted to a PostScript file, and
Acrobat Distiller converts the PostScript file to PDF. Current versions of Acrobat
do this conversion for you behind the scenes.

Use the Acrobat PDFMaker macro in conjunction with Microsoft Office software.
Note that for Microsoft Office documents, Print to PDF does not include some of
the features available in PDFMaker, such as bookmarks and hypertext links.

Start in Acrobat and use the File > Create PDF command.
Web Capture a web site using Adobe Acrobat 5.0 or higher.
Export to PDF from other Adobe applications such InDesign or Photoshop.

Scan document directly into a PDF file from Acrobat software. This file will be
“graphic images”, not full searchable text, unless you subsequently use Acrobat's
OCR Text Recognition command. Scanning must be done at 600dpi for optical
character recognition of scanned text.

Scan document into a an image file and import the image file into Acrobat.
Create Adobe PDF Online Service: free trial (5 files) or by subscription
($10/month). Visit createpdf.adobe.com for more information.

If you are using Office 2007 (Word, Excel, PowerPoint), you can download a free
add-on (SaveAsPDFandXPS.exe) from microsoft.com, which allows you to save
Office files as PDF without owning Adobe Acrobat software. Office 2010 has this
add-on included (you don’t have to download and install it).

If you are using a Macintosh running OS X, you can print files to PDF using the
Save as PDF button on the Print dialog. You cannot edit the PDF file without
Adobe Acrobat software.

You can convert a LaTeX file to PDF using Ghostscript and other tools. LaTeX is
used on campus by engineering, physics, chemistry, math, and computer
science students.

If you are using OpenOffice software, use the File > Export to PDF command.

You can obtain and use free or lower cost software such as CutePDF, PDF
Master, or gDoc Creator to create a PDF file.

Today’s workshop will focus on converting a Word document to PDF using the “Print to
PDF” method and the PDFMaker Macro for Office 2010. We will also create a PDF file
from a PowerPoint file and from a web page. If time permits, we will also cover
converting an image to PDF.
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Print to the Adobe PDF Printer Driver

In several applications, you can use the Adobe PDF printer to convert your file to a PDF.
1. Create, edit, and save your document.

2. Most software: Select File from the menu and choose Print.
Office 2007: Click on the Office Button then click on Print.
Office 2010: Click on the File tab and choose Print

3. Select Adobe PDF as your printer.

|_|E # = , v | a X | Introduction to Adobe
Home Insert Page Layout References Mailings Review View Develoy
= | Save
Print
] & Save As @
) = Copies: 1 .
.1 Save as Adobe PDF ]
Print
5 Open
[ Close Printer i
Info '@ 1dobe POF .
Ready
Recent Printer Properties
Settings
New
j’ Print All Pages .
A Print the entire document
Pages: i

Click on the Printer Properties link or the Properties button.

Click on Adobe PDF Settings tab if it is not on top
&% Adobe PDF Document Properties

Layout | Paper/Qusity [ Adobe PDF Settings |
—&dobe PDF Conversion Settings

|lze these settings to create Adobe POF documents suitable fo
(;) of buziness documentz. Created PDF documents can be oper
Reader 6.0 and later.

Diefault Settings: |

Adobe PDF Security: INu:une

Adobe PDF Output Falder IF'n:-mpt for Adobe PDF filename

Adobe POF Page Size: | Lefter
¥ Wiew Adobe FDF results

¥ Add document information

6. Make sure Conversion Settings Default is set to Smallest File Size if you plan to
distribute this file from the web or via email. Standard is an all-round good
compromise choice.
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10.
11.

12.

Choose "Prompt for filename" if it is not already selected. Prompt for filename
allows you to control the location as well as the name of the saved PDF file.

Check "View Adobe PDF Results" if it is not already checked. This will open the
PDF file in Acrobat as soon as it is created.

Click on OK to close the settings dialog.
Click on the Print or OK button to print.

Since you have now changed your current printer, verify that your document still
appears as you expect. Look at tables, images, and page breaks. Check the
page numbers against your table of contents. Make sure you have no blank
pages or missing page numbers.

If you discover changes that need to be made, make them at this time while the
Adobe PDF printer is still your current printer driver. Save your file again. If you
made any changes, print again to create a new PDF file.

Create a PDF File Using Word 2010

File > Save As > select PDF from the drop down list for file type:

File name:

Save as bYpet lword Document (*.docx)

File nane:

Save as bype: FEOF 7% oy
Ll

Optimize For: " Standard {publishing online and printing)

IIntdeuctinn to Adobe Acrobat &.docx j

-

Word 97-2003 Template (*.dok)

-

%P5 Document (*.xps)

IIntrnduction to Adobe Acrobat ¥, pdf

LefLe

¥ ©pen file after publishing

& Minimum size {publishing online) Options. .. |

Save I Cancel

P

Click on the Options button.

Options

Page range

oAl

" Current page
£ Selection
" Page(s) From: |1 ﬂ To: |1 ﬂ
Publish what
o Document
{~ Document showing markup
Include non-printing information
¥ Create bookmarks using:
' Headings
= Ward bookmarks
v Document properties

[ iDocument struckure bags For accessibiliy

Click on OK after you modify your options. Click on Save.

8
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Using PDFMaker Macro with MS Word 2010
1. Click on the Acrobat tab

WemE9-08F %4 OO X |5 Nhtodudtion to Adobe Acrobat X.dook - Microsoft W..
Harme Inzert Page Layout References Mailings Review View Developer Acrobat
== - =g @k == = s
| = [ A v e
L . L L — £
Create Preferences Create and Mail Create and Send  Acrobat Embed
PDF Attach to Email Merge For Review  Comments = | Flash
Create Adobe PDF Create and Email Review And Comment Flash

2. Click on Preferences.
=L Acrobat PDFMaker x|

Settings lSecuritv ] YWard ] Bookmarks
PDFMaker Settings
Conversion Settings: | J

IJse these settings ko create Adobe PDF documents that are ko be checked or i‘
st conform to PDF/A-1b, an [50 standard For the long-term preseryation hd

v View &dobe POF result

¥ Prompt For Adobe POF File narne

W Convert Docurment Information |
[~ Create PDF/4-1a:2005 compliant File

Application Settings
i* Fully functional POF ™ Cuick and simple POF

-
[+ Add Eookmarks bo Adobe POF
[+ Add Links to Adobe POF

=

3. Choose the appropriate conversion settings for your document’s intended use
and uncheck any features that you don’t have in your document or anything that
you don’t want converted to corresponding features in the PDF document.

4. Set your Bookmark and Word tab preferences.
Click on OK.

6. To create the PDF file, click on the Acrobat tab > Create PDF
or click on File and choose Save As Adobe PDF.

o

Import an image file into Acrobat

1. Start Adobe Acrobat Professional software.

2. Goto File > Open

3. Tell Acrobat to look for all files instead of just pdf files.
4

Browse for and select the graphic file you want. JPEG files’ appearance might
deteriorate after conversion with default options.

5. Click on Open.
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Enhance a PDF file

Bookmarks
Bookmarks allow you to supply additional navigation to your document. View
the page where you wish to create a bookmark, establish the zoom level, and
press Ctrl B or right click and choose Add Bookmark from the shortcut menu.
Enter a title for the bookmark. If you select text ahead of time with the Text
Select tool, that text will be used as the bookmark title.

Add Sticky Note
Add Bookmark Ctrl+B

v Select Tool

Hand Tool

Hyperlinks
You can add links to other files or locations to your document. Clicking on a hyperlink
will take the reader to a different page in the same PDF file, a different PDF
document, or to a web page. The Link tool is in the Content panel under the Tools
Pane.

Document Properties
You can control how the document opens (initial view) and make sure that the
document’s internal information (meta data such as author, title, keywords, etc.)
matches what you want it to be. File > Properties

Page Numbers
You can make the Acrobat navigation page humbers match the numbering scheme
used in your document.
Tools pane > Document Processing > Number Pages

Markup and Annotations

Comment > Annotations: Sticky Note, Highlight, Attach File, Record Audio, Stamp
Comment > Drawing Markups: Text Box, Callout, Pencil, Line, assorted shapes

Multimedia

Tools > Content > Multimedia: Insert a Video, a Sound file, a Flash file, or a 3D
model. Adobe Reader versions 9 and X have a built-in Flash player.

Optimize
Go to the File menu and select Save As. Save the file with the same or a different
name. This newly saved file is now "Optimized" for Fast Web View; this makes the
file more easily viewed on the web, especially if the file is large (>4M).

Security
Go to the File menu and select Properties. Click on the Security tab. Select
Password Security from the roll down list of security methods. Enter a password to
change security settings. You can optionally password protect the document from
being opened. You can disallow printing, selecting text, changing the file, and
changing annotations.
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Menus, Toolbars, and Panels

Determine which tool panels are available by going to View > Tools.

E indesign_adv.pdf - Adobe Acrobat Pro =]
File Edit | View Window Help *

E‘:—} Creat Rotate View

v eozRDLE R R
Page Navigation = :
Page Display l,i? | G (=) (o | A Tools Comment Share

- -

-

Zoom 4 Page 10of 2 n Elx
| » Pages -
Tools Pages L
b » Content r
Comment Content anced
Share Forms » Forms
| ]
Show,/ Hide »  Action Wizard » Action Wizard E
Recognize Text f
«"| Read Mode Ctrl+H 9 L » Recognize Text !
Protection " |
[CJ Full Screen Mode Ctrl+L ] . + Protection -
= Sign & Certify - - -
B Tracker... Document Processing Hition. Students will start by » Sign 8 Certify !
= e object libraries and - 7 L
Read Out Loud »  Print Production ope on a path. Studants » Document Processing -
. i with hics, object — -
Compare Documents... JavaScript nze gonﬁip;mmﬁ » Accessibility B
Accessibility !
Course Content: Analyze E
Right click on a toolbar at the top and select the tools you wish to appear in that toolbar
Eindesign_adv.pdf - Adobe Acrobat Pro [_ Ol =]
File Edit Yiew Window Help x
| Create ~ ha
] BEM®Z ee2BBR, o N .
3 (X |2 | ]:k @ ‘ Q IR ) | E Page Navigation v = First Page
Page Display » v 4} Previous Page
Select & Zoom v v dl Next Page
Eile » v X Last Page
Edit LA Page Number
! @ Quick Tools... v @ Previous View
Properties Bar ctri+E  ” © Next view
Hide Toolbars F8
Reset Toolbars Alt+FB Reset Page Navigation Tools

File Menu
Open | Create | Save | Attach to Email | Action Wizard | Close | Properties | Print | Exit

Edit Menu
Undo | Redo | Cut | Copy | Paste | Delete | Select All | Snapshot | Check Spelling | Find | Preferences

View Menu
Rotate View | Page Navigation | Page Display | Zoom | Tools | Comment | Share | Show/Hide ...

File Toolbar

5 E e 3w

Open | Save | Print | Share | Get Doc Signed Online
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Page Navigation Toolbar

32120

First Page | Previous Page | Next Page | Last Page | Page Number | Previous View | Next View

Select and Zoom Toolbar
I*@|ﬁ:zqe_ & 130 | -

Select — select paragraphs for copying or for modifying text attributes
Hand — move document around on screen, fill out PDF forms on the web
Margquee Zoom | Continuous Zoom

Zoom Out | Zoom In | Select a percentage

Fit Width | Fit Page in window

v v v vV

Tools Panels
These are on the right. Click on the Show Tools Pane button in the upper right.

i Summer2010Report_PSU_jts.pdf - Adobe Acrobat Pro HmE E 1
Fle Edit Yiew Window Help *

@ Create ~ | @ 1=l @ @ | {‘i} @ @ @ D‘b @) EF "

RO RO 115 @ ‘ & | G f (=) | | Q & Tools | Comment = Share

|'|_:] Page Thumbnails A AT Pages =
‘_P B » Content

» Forms

» Action Wizard

» Recognize Text

lé"/d. » Protection

| e

Pages Content Document Processing
[ Rotate [ add Bookmark Es Cptimize Scanned POF
% Delete @ Attach a Fle Wb Capture
[, Extract Edit Text & Objects &8 create Links from URLs
Replace T] Edit Document Text @8 Remove Al Links
£y crom (R Edit Object &, Export Al Images
Split Docurment Add or Edit Text Bo Mumber Pages

Insert Pages Add or Edit Interactive Object Page Termnplates
@3 Insert from File ﬁ Lirik: Page Transitions
@ More Insert Options - Button Mﬂl Add Article Box

Multimedia v Full Text Index with Catalag

ﬁ Select Ohject
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Navigation Panels

Adobe Acrobat has a variety of navigation panels, each with a collapsible Navigation
Pane along the left side of the program window. If the navigation pane is minimized or
closed, you can open it by clicking on any button in the vertical area on the left. View
- Show/Hide - Navigation Panes.

You can use the Page Thumbnails navigation pane to display and rearrange pages in a
thumbnail view. Other navigation panes include:

Bookmarks, Attachments, Signatures, Content, (L] Page Thumbnails
Order, Tags, =
When a navigation panel is open, you can see an
Options button. Clicking on this button will bring &
up a menu of choices specific to the navigation -
pane that is currently active. 2
(=2
|E| Page Thumbnails [ LZ:
[P El¢ @
Insert Pages
‘_/“/ Extract Pages...
Replace Pages...
%,;{f‘ Delete Pages... Shift+Ctrl+D
Crop Pages... Shift +Ctrl+T
=l Rotate Pages... Shift+Ctrl+R
(> Page Transitions...

Number Pages...
Print Pages... Ctrl+P

Embed All Page Thumbnails
Remove Embedded Page Thumbnails

Reduce Page Thumbnails

Enlarge Page Thumbnails

Page Properties...

@ Bookmarks
pE e
New Bookmark Ctrl+B
f/ New Bookmarks from Structure...
Expand Current Bookmark
F23
A Expand Top-Level Bookmarks
=] + Highli
Highlight Current Bookmark
Hide After Use
§> Wrap Long Bookmarks
Text Size 4
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Adobe Reader Tools

The figure below shows the menu, panels, and tools that those who view a copy of your
PDF will have available by default when they open it in the free Adobe Reader.

E Syllabus. pdf - Adobe Reader EJE]E'
®

File Edit Yiew ‘Window Help

@DE%| I1|-+||®@|" Commentgshare

-

They can add a few more tools to this toolbar or delete tools they don’t want:
View > Show/Hide > Toolbar Items.

If they are viewing the PDF file in their web browser, the toolbar might look like:
= Ej =] |1_f1 Ik () & & & |?9.2%v = |,=ind—,

Tools include Print, Save, Attach to Email, Previous Page, Next Page, Select Text,
Hand Tool, Marquee Zoom, Zoom in/out tools, Fit Width, Fit in Window, Find

Zoom in and Zoom out

Click on the plus sign (+) button to zoom in (increase magnification, text appears larger)
Click on the minus sign (-) to zoom out (decrease magnification, text appears smaller)
Use the Marguee Zoom tool to select an area of the PDF page to zoom in on.

You can enter a magnification level or select one from the drop-down list (10% - 6400%)

Navigation
Click the Previous Page button to view the page preceding the one you're viewing.
Click the Next Page button to see the next page in the document.

If you have the magnification set to Fit in Window, you can use the Page Up and Page
Down keys on your keyboard to move forward and back one page at a time.

You can press Ctrl Home to go to the first page and Ctrl End to go the last page.

Find tool

Go to the Edit menu and select Find or press Ctrl F.

Your cursor will move to the Find box on the toolbar.

Enter text — each time you press the enter key, it will go to that text in the PDF file.
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Bookmarks

Bookmarks appear in the Navigation Pane along the left side of the document. Click on
a bookmark title to go to the bookmarked view. A bookmark can be set to jump to
another page within the document, open another PDF file, go to a web page, etc.
Adding Bookmarks

1. Click on the Bookmarks icon in the Navigation Panel.

Bookmarks Kl
2. Go to the page where you want to set a bookmark. ﬂﬁ B- o P B
3. Verify the zoom level is what you want it to be . EEPD:w:._eduFD .
4. Press Ctrl-B on your keyboard - Oriine - Inetrctions
or right click on the PDF file and choose Add Bookmark 27 -D(E??E?Drr:ﬂhgi\lgofﬁce
5. Type new text over the untitled placeholder and press the PEmEE ]
enter key

Tip: if you select text in the PDF file with the Select tool before you press Ctrl-B, the
selected text will appear as the bookmark title.

6. Test your bookmark: switch to a different page in your document and then click on
your bookmark title and verify that your view now displays the correct page.

Editing Bookmarks

1. Rearrange the order of the bookmarks by clicking on the tiny bookmarked page icon
on the left of the bookmark title and dragging and dropping the icon to a new location
between two other bookmarks.

2. You can create subordinate bookmarks by dragging until the P wvedu
triangle and dotted line are between the tiny icon and bookmark title [P Untitied
before releasing the mouse.

3. Click on the - sign to close up a section of bookmarks;
click on the + sign to expand a section of bookmarks.

4. Edit a bookmark title:
a. Select the bookmark.
b. Click one on the text portion and the entire bookmark text is selected. You can
type new text here to replace the entire existing bookmark title. ‘@
c. Click once more and the cursor will appear on the line of text,
allowing you to edit.

Bookmarks ]

=N & B
EP Table of Contents

EP Course Description

EP Adobe Acrobat in the Real World

EP Different ways to create a PDF file
EP Enhance a FOF file

Vo

A

5. Delete a bookmark
a. Click once on a bookmark page icon to select it.
b. Press the Delete key on the keyboard or click on the trashcan icon on the pane.

o

Modify a bookmark’s properties:
Right click on a bookmark’s page icon and select Properties from the shortcut menu.
You can change the bookmark’s title appearance, its view zoom level, or its destination.

To make bookmarks appear automatically when your document opens:
File = Properties - Initial View tab.
Under the list of navigation tab choices, select “Bookmarks Panel and Page.” Click OK.
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Changing Text Attributes

1. Click on:
Tools = Content = Edit Document Text

Highlight the text you want to change.

Right click on the text.

Select Properties from the shortcut menu.

If you get a warning about the font, click on OK.

o 0o s~ Wb

You can change the font, its size, or its color. You can change the spacing
between the characters or affect the word's vertical position on the line.

7. You cannot add bold or italics unless there is a font choice with the desired style
built in. You cannot add underlining — that has to be done in the original file
before conversion.

TouchUp Properties x|
Content I Tag Text
Font: | ArialraT j
Permissions:  Can embed fonk [ Embed [ subset
Fank Size: ISE. pk j Fill: .l
Character Spacing: ||:| j Skroke: [?:ll
word Spacing: ||:| j Skroke width: |1 pt j
Haorizontal Scaling: |1|:||:|°.-f.;. j Baseline Offset: ||:| pt j

Change Text Content

This is useful only for correcting a few errors you notice at the last minute. If you need to
make substantial changes, you should edit the original file and create a new PDF file
(you can choose to recreate one or more pages, then replace pages)

1. Select the TouchUp Text tool: Tools - Content - Edit Document Text.

2. Highlight the character(s) you wish to change and enter new character(s) to replace
them. The text will not wrap but you can hit enter (be careful as you might get some
unexpected results). You can cut, copy and paste text as usual.
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Hyperlinks

Hyperlinks can appear as a box within the document or they can be invisible. However,
a working hyperlink should be apparent when you hover the mouse over a link. Simply
click on the hyperlink to activate it. A hyperlink can be configured to jump to another
page within the current document, another document, an e-mail address, a web site,

etc.

Adding Hyperlinks

1. Click on the Link tool: Tools =
Content = Link.

Create Link

rLink Appearance

Link Type: IInvisibIe Rectanglej Line Skyle: I vl

2. Click on the page and drag to draw a Highloht stvle: [Tmvert <] coer ]
box around the text or graphic that will
become the link. Line Thickness: | =]
3. Change the Link Appearance: ik Action
a. If you want different color text, & i30 to a page view:
change the text attributes or © Open afie
change it in your original file before € Open aweh page
converting to PDF. € Custom link
b. Choose whether or not you want to
: | | |
see a rectangle surrounding the reb et | | cance
link in the PDF file and if so, the
line color and thickness.
c. Choose what the link will look like while the mouse is clicked down: Invert, Inset,
Outline, or no difference.
4. For Link Action, choose “Go to a page view” if you want the link to jump to another
page. Click on Next.
Create Go to Yiew x|
Ilse the scrollbars, mouse, and zoom
kools bo select the targek wiew, then
press Set Link to create the link
destination,
Go to the new location in the PDF file. Click on Set Link.
5. To create a link to a web page :

a.
b.
c.

Complete steps 1-3 above.

triangle to select a recently used URL.
d.

Change the Link Action to Open a web page
Type the complete URL including http:

// into the Address box. Click on the down

To set the link to an email address, type the full email address preceded by

mailto: (e.g. mailto:juser@mail.wvu.edu.)

Intro to Acrobat
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Modifying Document Pages

Insert Pages

1. Tools >Pages 2>
Insert From File

2. Select the file you want to insert.

3. Acrobat will prompt you for the location
to insert the file into the current
document.

4. Click on OK

Delete Pages
1. Go to the first page you wish to delete
2. Tools - Pages - Delete

3. The "Delete Pages" dialog window will
specify the page number of the page you
are viewing. Make the second number
larger if you want to delete consecutive

Inzert Pages

Insert File: 508, pdf

Location: | After

rPage

i First

|i of 14 (16)

Delete Pages

(" Selected

o Fraom:

Ii_ Toe II_ of 14 (16)

pages. Note that these are physical page numbers, not the ones printed on your

document.
4. Click on OK.

Renumber Pages

You can force the page numbers in the
navigation tool at the bottom to match the
ones on the pages.

2. Specify the pages that should be
renumbered.

3. Choose a style
4. Click on OK

You can have the page numbers at the
bottom of your front matter be numbered with
roman numerals; then start a new section at
the beginning of your body numbered with
Arabic numerals, starting at 1 again.

Page Humbering

rPages
O al
{0 Selected

% Erom: 1 af 14 (16)

~Mumbering

= Begin new section

style:  |i, i i, ...

Prefix; I

Start: |t

™ Extend numbering used in preceding section ko select

Sample: i, i, i, ...
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Rotate Pages
Sometimes you have a page that you need

Hotate Pages

to rotate so your readers don’t have to tilt Direction: | Clackwise S0 degrees =
their heads to view it properly. ~Page Range
1. View the page that needs to be rotated. ol
2. Tools »>Pages - Rotate ) Selection
3. Choose direction: clockwise or counter- @ pages  From: || To: | of 14
clockwise
4. Select the range of pages to be rotated Rotate: |Even and Odd Pages |~
and click on OK. IF‘ages af Ay Orientatinnj
Crop Pages
1. View the page that needs to be cropped.
2. Select the Crop tool from Tools > Pages and draw a box around the portion of
the page you wish to keep.
3. Double click inside the box.
4. You can then fine tune your crop margins and select a range of pages.
Ciop Pages X
— Crop Margins
Fage Display m Cropped page size: 7.5 in % 1010
o oS
Left: (5 0.5 Roht: [E]0sin
Bottom: [505n |
Set values: Set To Zero | Rewert To Selaction | [inches =]
[ Remove White Margins ¥ Show all Boxes
— Page Range
@ i
{7 Selected
€ From: |i Ta: |i of 14 {16
Crop: [Even and Odd Pages v |
[ ok ]| cancel
5. Click on OK.
Intro to Acrobat 19




Preferences

Edit = Preferences

Preferences

Cateqgories:

3D

Accessibility
Batch Processing
Zatalog

Color Managernent
Convert Fram POF
Convert Ta PDF
Faorms

Identity
International
Inkernet
JawaScripk
Measuring (20
Measuring (30)
Meeting
Multimedia
Multimedia Trusk
Mew Document
Online Services
Reading
Reviewing
Search

Security

Spelling
TouchUp

Trusk Manager

\Web Capture

Preferences

Cateqgaries:

Commenting
Dacuments
Full Screen

General

rBasic Tools
[T Use single-key accelerators o access tools
V¥ Create links From URLs
[ Make Hand ool select ket
W Make Hand tool read articles

width between lines:  |piac

Paints

Page Display
[ Make Hand kool use mouse-wheel zooming
~Units
Page & Ruler Units: | Inches j
Centimeters —
—Layout Grid Inches 1
Millimeters

Height between lines: [T =]
T—
ER—

tarid line calar; .l

arid offset From |eft edge:
Grid offset From top edge:

Subdivisions:

Guides

Guide color -l

Preferences

Cateqories: Default Layout and Zoom

Cormenting A Page Layout: ISingIe Page ll Zoom: |Fit Width :_l
Documents

Full Screen Resolution

General

Page Display " Use system setting: 96 pixelsfinch + Custom resolution: 110 j

3D & Multimedia
3D Capture
Accessibility
Acrobat,com

pixelsfinch

Rendering

Smooth Text: |For Laptop/LCD screens ;I
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File 2 Pro

perties

Document Properties

Description |SEn:urit':.-' I Forits I Initial ‘Wigas I Cuskam I Advanced I

— Descripkion
File: Introduckion to Adobe Acrobat &, pdf
Title: IIntru:uduu:tiu:un ko Adobe Acrobat Software
&uthar: I.ﬁ.pplicatinn Support and Training; Office of Information Technology; West Yirginia University
Subiject: I
Keywards: POF, POFMaker macro, Adobe Reader, Microsoft Word 2010
Created: 2}'9}'2012 2:09:16 PM Additional Metadata. ..
Maodified:  2/9)2012 9:09:22 PM
Application:  Acrobakt PDFMaker 10,1 For Word
—Advanced
PDF Producer; Adobe POF Library 10,0
PDF Yersion: 1.5 (Acrobat 6.
Location:  C:\Documents and SettingsiksfletcheriDeskiop),
File Size: 774,75 KB (792,828 Bytes)
Page Size; 3.50x 11.000n Mumber of Pages: 23
Tagged POF:  Yes Fast Web View: Yes

Help |

(] 4 I Cancel

Initial View tab

Mavigation kab:
Page |ayout:
IMagnification:

Open ko page:

Document Properties X

Description I Security | Fonts

rLayout and Magnification

| Custom I Advanced |

IBDukmarks Panel and Page j

ISingIe Page j
[Fit wiidth -]
] we

Intro to Acrobat
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Security tab

Document Properties |

Diescription | Security |F|:|nts I Triitial Wigw I Custom I advanced

r~ Dacurment Security

The document's Security Method restricks what can be done to the document. To remove security
restrickions, set the Security Method bo Mo Securiby,

Security Method:  |Password Security j hange Settings. .. |

Mo Security
Can be Opened by SRS Showe Details. .

Certificate Security

Lboooaki

Password Ser

Compakibilicy: | Acrobat 7.0 and later j

Encrypkion Level:  1238-bit AES

—Select Document Components ko Encrypk

% Encrypt all document contents
™ Encrypt all document contents except metadata (Acrobat 6 and later compatible)
™ Encrypt only file attachments {Acrobat 7 and laker compatible)

lr_r &l contents of the document will be encrypted and search engines will nok be able ko access the document's metadata,

W Require a password to open the documment

Dacurent Open Passwiard:

_lr.r This password will be required to open the document,

~ Permissions

¥ Restrict editing and printing of the document, & password will be required in order to change these permission setkings.

“hange Permissions Passwaord: ||

Printing Allowed: ILDW Resolution (150 dpi) j

Changes Allowed: IFiIIing ir Farm Fields and signing exisking signature figlds j
[~ Enable copying of text, images, and other content

W Enable text access for screen reader devices For the visually impaired

Help | | (n] I Zancel
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Ways to Learn More about Acrobat

Following are some recommended web sites and books that you may find
helpful for learning more about Acrobat:

e Adobe's Web Site: [www.adobe.com/products/acrobat/]

0 Adobe Communities: www.adobe.com/communities/

0 Acrobat User Community: acrobatusers.com/

e Lynda.com (www.lynda.com/) — short-term loaner accounts available
from the Office of Information Technology:

Title Hrs:min Release Date
Acrobat X Essential Training 08h 59m 11/2010
Acrobat X Tips and Tricks_ 04h 33m 09/2011

e PDFzone.com [www.pdfzone.com/ |

¢ Planet PDF Forum [forums.planetpdf.com/ ]

e Adobe Acrobat X Classroom in a Book (includes CD with lesson files),
Adobe Creative Team, Adobe Press

e How to Do Everything: Adobe Acrobat X, Doug Sahlin, March 2011


http://www.adobe.com/products/acrobat/
http://www.adobe.com/communities/
http://acrobatusers.com/
http://www.lynda.com/
http://www.lynda.com/Acrobat-training-tutorials/141-0.html
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